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1. INTRODUCTION

The TurboWaste User’ s Guide provides information about the basic skills you need to
use this software program. In addition to this guide, you should have the following
documents available for reference:

M Electronic Data Submission Instructions (for the current reporting year)
M Dangerous Waste Annual Report Forms (for the current reporting year)

TurboWaste is fully compatible with Windows 95 and Windows NT. The software has
not been tested with Windows 98 or Microsoft Office 2000. All of the basic Window
features have been incorporated into the program. The User Guide instructions that
follow assume you are already familiar with the basic Window operations. These
instructions focus on the unique features of TurboWaste and are limited in regards to
basic Window applications.
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2. BASIC STEPS FoRr suCCESSFUL ELECTRONIC REPORTING

1. Gather the annual reporting information required for completing the GM, WR and Ol
forms.

2. Instal the TurboWaste software onto your computer.

3. Enter data or import your annual reporting data into TurboWaste.

4. Passyour data through Data Vaidation. If errors are found, correct them and re-run
Data Validation. Continue this process until your data validation screen is empty,

with no errors displayed.

5. Export your validated data files out of TurboWaste using the “Export for Ecology”
feature.

6. Submit your datafiles, on disk or over the Internet, to Ecology (see page 45).

7. Complete, sign, and mail the VF (Verification) Form to accompany your submittal.
(Remember to attach your Recycling Credit Sheet if you are claiming credits.)

User’s Guide - Basic Steps Page 3
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3. INSTALLATION

Hardware and Software Requirements

IBM Compatible PC

486-66 Mhz , 16 MB RAM, 30 MB of free hard disk space

Recommended: Pentium P-133, 32 MB RAM, 30 MB of free hard disk space
Windows 95 or Windows NT 4.0

Microsoft Access 8.0 (optional)

Replacing an Older Version of TurboWaste

When replacing an older version of TurboWaste, you must first uninstall this older
version from your computer. The next few steps will walk you through this process.

Start by moving all of your GM, Ol and WR data files to another directory, outside of the
TurboWaste directory on your hard drive. These data files can then be restored into your
new version of TurboWaste.

Saving Data Files:

1. In TurboWaste, go to the File pull down menu and select the Save as option.

2. Select thedirectory on your hard drive or disk to save your filesto. Do not choose
the same hard drive directory that contains your older version of TurboWaste.

3. Enter afilename or use the default file name assigned by TurboWaste.

4. Click on the Save button. TurboWaste will now create “tbw” files in your specified
directory.

Uninstall Your Old Version:

1. Close any open sessions on your computer.

2. Click the Start button on your Windows task bar.
3. Sdect Settings.

4. Select Control Panel.

5. Double click on the Add/Remove Programs option.
6

7

8

9

1

. Scroll down to the TurboWaste listing.
. Click on the Add/Remove button.

. Click on the Remove All button.

. Answer Yesto “Areyou Sure?’

0. Restart Windows.

Delete the Old Version’s TurboWaste Directory From Your Hard Drive:

1. Open up Windows Explorer.

2. Highlight the directory that you had your older version of TurboWaste in (i.e.
C:\TurWaste).

3. Select the delete option.

4. Answer Yesto “Areyou sure?’.

5. Confirm Yes.
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6. Confirm Yes.
7. Close Windows Explorer.

You are now ready to install your NEW version of TurboWaste.

Installing Your New Version of TurboWaste

Installation from CD ROM

1. First close any open programs (but don’t close Windows).
2. Insert the TurboWaste CD ROM into the appropriate drive.
3. Click Start button on the task bar

4. Select the Run option.
5
6

. Then use the Browse option to select your CD ROM drive.
. Choose one of the following installation options:

[Regular Installation| (Already have prior version of TurboWaste or MS Access 97
installed)

= Click onthe Tursetup.exe file, click Open, then OK.

= Follow the instructions on the screen and make the appropriate entries as needed.
= Start the program by clicking on the TurboWaste icon.

[Runtime I nstallatior] (Do not have prior version of TurboWaste or MS Access 97

installed)

= Click on the Runtime.exe filg, click Open, then OK.

= Follow the instructions on the screen and make the appropriate entries as needed.

= Click onthe Tursetup.exe file, click Open, then OK.

= Follow the instructions on the screen and make the appropriate entries as needed.

= Following installation, copy the system.mdw file from your c:msaccess directory to
your TurboWaste directory.

= Start the program by clicking on the TurboWasteicon. If you experience problems
opening the program with the icon, go to your TurboWaste directory and click onthe
Turwastemde file instead.

Installation from the Internet
On your computer:
Create atemporary directory on your hard drive (i.e. C\tw_temp).
From the Internet:
Choose one of the following TurboWaste Installations:

[Regular Installation:| If you aready have TurboWaste installed OR if you have

Microsoft Access 97.

1. Click on tursetup.exe (a 7.2 mg self-extracting) and download to your temporary
directory.

2. Choose the Save to Disk option.

3. Enter the location of the temporary directory on you hard drive. File name should
be displayed as tursetup.exe. Click Save. (Thiswill download TurboWaste into
your temporary directory.)
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Using Explorer, open up your temporary directory, and double click tursetup.exe
(this will unzip the self-extracting zip file that and begin the TurboWaste
installation process).

Follow the instructions on the screen and make the appropriate entries as needed.
Start the program by clicking on the TurboWaste icon.

Once you have successfully started the program, you may delete the tenporary
directory (i.e.CAtw_temp) and it’s contents.

[Runtime Installation:| If you do not have Microsoft Access 97 OR a prior version of

TurboWaste

1

2.

Download each of the following to your temporary directory.
runtime.exe (10.7mg)

tur setup.exe (7.2mg)
Choose the Save to Disk option.

Runtime.exeinstallation:

3. Go to the temporary directory on your hard drive and double click the
runtime.exe self extracting zip file (this will start the Microsoft Access 97
Runtime Setup). Click Open and then OK.

4. Follow the instructions on the screen and make the appropriate entries as needed.
Unless otherwise directed, the runtime version will install into your CAmsaccess
directory.

Tursetup.exeinstallation:

5. Go to the temporary directory on your hard drive and double click the
tursetup.exe self-extracting zip file (this will start the Turbo Waste installation
process).

6. Click Openand then OK.

7. Follow the instructions on the screen and make the appropriate entries as needed.

Copy mdw file & start the program:

8. Use Windows Explorer to copy your system.mdw file to your newly created
TurboWaste directory. (Open up the folder that your run time version installed
into (i.e. CAmsaccess), right Click on system.mdw and choose Copy, right click
on your new TurboWaste directory, and then choose Paste.)

9. Start the program by clicking on the TurboWaste icon. If you experience
problems opening the program with the icon, go to your TurboWaste directory
and click on the Turwastemde file instead.

10. Once you have successfully started the program, you may delete the temporary
directory (i.e. CAMtw_temp) and it’s contents.

Restoring Your GM, Ol and WR Data Files

1.

2.
3.

User’s Guide — Install ation

With your new version of TurboWaste open, go to the File pull down menu and select
the Open option.

Answer Yesto “Are you sure you want to open afile?’.

TurboWaste will briefly pause as your data files are brought in. Check your data files
by opening up a GM, Ol and/or WR form.
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4. STARTING TURBOWASTE

Before starting the program, you should familiarize yourself with Books 1 and 2 of the
Dangerous Waste Annual Report. Most of the detailed information contained within
Book 1 and Book 2, describing the paper based filling of the GM, WR and Ol forms, is
applicable to electronic reporting with TurboWaste.

To Start TurboWaste

Start the program by going to your Windows Start Menu.

Select Programs, then choose TurboWaste, and then choose TurboWaste again
(Ecology icon).

Y ou may aso start the program by double clicking on your C:\Turwaste.exe file.

User Information Screen

This screen appears when you start the program for the very first time. Enter the
information as requested or use the AutoFill option (described below). The information
entered on your User Information Screen is used in your TurboWaste header files (for
electronic submission to Ecology) and it populates the “Please Enter Box” found on the
top of each form.

AutoFill Option

TurboWaste contains the basic RCRA 1D# name/address information you reported to
Ecology on your previous years annual report. Y ou can use AutoFill to have
TurboWaste fill in the User Information boxes for you. Simply enter in the RCRA 1D#
for your site and the filing year, then click the AutoFill button. If needed, you can make
changes or additions to the information displayed.

Helpful Hint: You can access the User Information Screen at any time under the EDIT
pull down menu.

’ Warning: You need to update the User Information Screen when you enter data for
' anew reporting site or a new reporting year.

—User Infarmation — Options
Filing ‘vear IW ¥ Track Changes Trmk Chang%
RCRA Id Number, |WAD98851 8536
Site Marne: IMﬁDﬁdﬁm Fioad Paint
User Name: |WA Dept. Of Ecology
Address: |1 3405 43rd Ave S
City. State Zip: |Tukwi|a WA 98168
User Phone |(3en) 407-6732 Auta Fill :l__ AUtOFl | |
Sic Code [o517 = oK
County: Ing Exit
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Track Changes Option
Use the Track Changes option when you want to keep records on changes made to your
datafilesin TurboWaste. (This feature helps track changes made by you or your staff.)

To view your record of changes, select Log of Changes under the [y |Records Repart @
View pull down menu. A report will now be displayed that details GM Farm...
the changes made. YR Form...

Ol Form...

Wiew Files...
Log of Changes..

Look Up Codes 4
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5. GETTING AROUND

A Quick Tour in TurboWaste
There are a number of ways to get around in TurboWaste:

1. Arrow Key’'s: Use the arrow keys on your keyboard to move the cursor around
within each of the different questions.

2. Control/Shift/Tab: Press Control (Ctrl), Shift and Tab together to move the cursor
back to the previous section (i.e. move from B5 to B4 on the GM form).

3. Control/Tab: Press Control (Ctrl) and Tab together to take you to the next section on
the form.

4. Enter: Usethe Enter Key to take you to the next field for data entry.

5. Escape K ey: Press Escape (Esc) to delete an incomplete entry such as in sections B4
or B5 on the GM form.

6. F1- Help: Each of the form questions has a Help field that displays the reporting
instructions as found in Book 1 of the Dangerous Waste Annua Reporting forms and
instructions. To display help contents, position your pointer within the question and
press F1. You many now scroll through the reporting instructions, and if you desire
you may print the entire set of instructions.

7. F2—Painting: To paint (highlight) an entire question, place your cursor on the
question and press F2.

8. F7-Spell Check: Press F7 to have TurboWaste check the spelling in your waste
description.

9. Mouse Pointer: Use your Mouse Pointer to position the cursor anywhere on the
screen, to use the pull down menus, and to use any of the other Windows type
features.

10. Scroll Bars: Use the side Scroll Bars to move around within the form or within
certain questions on the form (GM questions B4, B5 and C, and WR question 9 and
10).

11. Shift Tab: Press Shift Tab to move the cursor back to the previous field.

12. Tab: Press Tab to move the cursor to the next field.
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Anatomy of a Screen

Please Enter
Box
Command Program
Menu a;,Turl]l]‘l."\.lfaste CEIX— Close
| File Edit View Records Report Window Help Button

Tool Bar.
(R R s=alo a8z o EEEE K _—
Minimize,

Form — o
o . 0] 1 iz

Button GENERATION AND PLEASE ENTER: | éggém
MANAGEMENT FORM - N— Buttons
Site name:
ANSWER SHEET L Vericd
Pleaze enter your RORA Site ID tmber and site name at right, FOR ECOLOGY USE OMLY: s Bar
before making as maty two-sided copies of this answer sheet as .
wouwill need to report each of wour waste streams. Date Received:

Then complete one answer for each waste stream. Date Created: Date
Created

Be sure to reference the instructions as you comnplete this form. Please type or print legibly in blue or black ink.

A. Description of Dangerous Waste Stream

Form
Al | | {optional) Sequence Mo, Sequence
A2, Number
| =l
Record Bar ;\ezom: NI _ I_u? —— m' 0|f3 11 11 1T 1 A A I 11 1 :
|El3ﬁ Identifier (Receiving Site) (B4) | l_l_l_l_

Status Bar

Check Boxes - -
Many guestions on the GM, Ol and WR forms have Check EHW LY
Boxes. To answer one of these questions, simply click on the selected box and

TurboWaste will fill the box in with a check mark.

Close Buttons KII

Use one of the Close buttons to exit an individual form or the entire program.
To exit from aform use the Close button found in the upper right and left corners of
the form screen.
To exit from the program, use the Close button found in the upper right hand corner
of the screen. Y ou can aso go to the Command Menu, click on File and then click
on Exit.
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Command Menu

The Command Menu has two main features, English commands and Pull Down Menus.
On the first row are the English commands for operating all of the functions in the
software. Pull Down Menus are found under each of the commands.

File Edit View Hecords Report Window Help

= —

E; REf This, for example, is the pull down menu
) Do Fils.. found under the File command

& save As...

ﬂ Export Files...

Export for Ecology
Export BRS

Empty Manifest Infarmation
Empty All Data Files
Compact Datahase

@, Frint Breyiew:

Exit

Pull Down Menu Selection
Many of the form questions in TurboWaste have Pull Down M enus that

contain code descriptions and RCRA Site ID# information for that particular question.
You may select your entry from the Pull Down Menus instead of typing it in.

Record Bar

You will find the Record Bar at the bottom left hand side of the screen. When viewing a
form, the Record Bar tells you the number of records you have for that current GM, Ol
or WR form type and it tells you which individual record you are looking at.

In this example you are looking at record 1 of 243.

. Go to next record
. Go to previous record
Go back to first record / /Go to last record

Fecord: \I"II 4 II 1 r/I PIIHFEl of 243

Record on screen
Add anew record
Total number

of records

User’s Guide — Getting Around Page 13



Scroll Bar

Use the Scroll Bar to reposition your form on the screen. Do so by clicking on
the Scroll Bar button (located inside the Scroll Bar) and drag it until you are
satisfied with the position of the form. You will find Scroll Bars on the GM and
WR forms. (=

Sequence Number

Towards the upper right corner of each form (GM, WR
and OlI) you will see ashaded Sequence Number. The Sequence Mo, 1
Sequence Number represents the key field of the
record you have created and is linked to the individual GM, Ol and WR form types. Itis
displayed on screen but not included on printed copies.

TurboWaste automatically assigns the Sequence Number to data that is typed into the
program. With imported data files, the Sequence Number is the same Form Sequence
Number specified in the original datafiles.

Status Bar

You will find the Status Bar at the bottom left corner of the screen, under the Record
Bar. The Status Bar is a handy way to tell where your cursor is located.

In this example, your cursor is located in

question A2 of the GM form. Jest o Wests (A2,

Tool Bar

The second row under the Command Menu isthe Tool Bar. There you'll find common
functions that are short cuts to the functions in the first row. If you hold the mouse
pointer on one of these icons, a short description of that function will appear.

Specia Reports Save Changes
O‘pen ?t Prewew/Copy /Undo /Find Next View a GM form New record
EEHR 2R o AL 4O RHRE 8 R
Find ) View an Ol form
Sort Descending
Sort Ascending View aWR form Delete record
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6. STANDARD FEATURES

AutoSum Buttons
The AutoSum buttons are handy tools that automatically calculate and fill in . ‘
your waste quantities and TSDR ID# s in the appropriate questions.
GM Question B1 is a summation for the total waste amounts entered in questions B3
and/or B4.
GM Question B4 is a summation for the total waste amounts entered in question B5.
WR Question 8 is a summation for the total waste amounts entered in question 9.

‘ Warning: Do not use the AutoSum buttons in question B4 on the GM form if you

reported a TSDR ID# more than once, each time with different system codes
Do not
use these -
B4. i. Designated Facility (TSDR) ii. Systern Code i, Quantity Wl AutoSum = il
ID Murnbers ' buttons
Same TSDR [Wap9E1765110 o] [mo7z Different 150.00 EI |_ :
ID Numbers LD981769110 5 [ren” System ?30.00|£| [ |
Codes
| o — =] | |

Since the waste shipment information in B5 does not include system codes, the AutoSum
feature can not tell which shipmentsin B5 correspond to the different system codesin B4.
You will need to calculate and enter these waste totals by hand in question B4.

Date Created

Under the Please Enter Box on each GM, WR
and Ol form types you will find a Date Created.
TurboWaste assigns the Date Created when
data is typed into the program. With imported files, this date is the “ date of creation”
specified in the original datafiles.

Date Created: 1997705707

The Date Created does not automatically change as you update your records. Y ou may
manually change this date, if you so desire, by using your cursor. Thisisarequired field.
A deleted or blank Date Created field will result in a Data Validation error message.
The Date Created is displayed on screen but not included on printed copies.
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Delete Record Button (found on the Tool Bar and Records Pull Down Menu)
Use this feature when you want to delete an entire record or part of arecord.

What you delete depends upon the position of the cursor on your GM, Ol or m
WR form as detailed in the table below.

Use the Delete Record button carefully, your deletion can not be undone!

Form Type | Cursor Position on the Form What Get’s Deleted
GM Anywhere in section A, questions B1, B2, Entire record

and B3
GM Questions B4, B5, and Comments Individual line of data
Ol Anywhere Entire record
WR Questions 1- 8 Entire record
WR Question 9 and Comments Individua line of data

Duplicate Current Waste Stream (found on the Records pull down menu)

Y ou can create an identical copy of a GM or WR form by using the Duplicate Current
Waste Stream feature. This feature will copy everything (except for manifest shipment
information) and will assign a sequence and record numbers to your new waste stream.

Escape Button (found on your keyboard)

The Escape button is a handy way to move your cursor out of partialy
completed sections of a GM, Ol or WR form. Certain sections of the forms
require complete entries (such as section B5 on the GM form). If you try and leave this
section without completing the line of data, you will get an error message telling you to
enter avaue into the field. This error message will not go away until you enter in the
required information. Press OK in the error message box then press the Escape button.
Any partial data you may have entered will now be deleted and you can now reposition
your cursor elsewhere on the form.

Esc

Find Buttons

The Find buttons are easy ways to sort your GM, Ol and WR entries ﬂ ﬂ + ‘
for aselected item. To use this feature, place your cursor in the

guestion of the form you want to search on. Then, click the Find button. A box of

sdections will now

Find in field: 'Description”

appear. Enter in
your selection and Find Wt [O1 T |
choose the | | o
: : ] = v Match Case ;
appropriate options. Search:  |all e -_Elnd Mext
I” | Search Fields 4= Fermatted

Match: Iﬂny Part of Field j ¥ Search Only Current Field close
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Usethe Find First option to begin your forward selection, use the Find Next option to
continue your forward selection.

Help

Each of the form questions has aHelp Field that displays the reporting
instructions as found in Book 1 Dangerous Waste Annual Reporting Forms and
Instructions. To display help
contents, position your pointer
within the question and Press F1.
You may now scroll through the
reporting instructions and/or print D e
the entire set of instructions.

File Edit Bookmark Options Help
Qontemtsl IriclEx: | BEaetk | Erint |

A-1. Whatis your “profile” code? {Optional.)

Logic Checks

Within TurboWaste, there are a number of Logic Checks that are automatically
performed by the program. These checks help to ensure that only valid information is
data entered into the program.

Thereis, for example, awaste designation Logic Check. If you enter the waste code of
WTO1 in question A4 on the GM form, the Logic Check will automatically designate
your waste in question A5 as EHW.

To add anew GM, Ol or WR form, start by opening up a form of your

selected type. Then click the New Record button. A blank form will now

appear that has been assigned the next sequential record number by the program. Then, as
you start to enter information onto the new form, the program will assign the form a new
sequence number.

New Record Buttons (found on the Tool and Record Bars) b \

Previous Owner Check Box (found on the Ol Form)

There aretimes when a site (bus ness) T e :
changes ownership. Whenthis happens, it's EPTEUIDUS Owner

use the same RCRA 1D# for hazardous waste activity. To accommodate the reporting of
ashared RCRA ID#, a Previous Owner Check Box has been added to the Ol form.

When entering Ol information for a shared RCRA [ID# you first need to enter the
information for the previous owner and check the Previous Owner Check Box.
TurboWaste will then alow you to enter in the same RCRA |D# for the new owner.

| mportant Note: Do not enter in a duplicate RCRA 1D# without first selecting the
Previous Owner Check Box on thefirst entry. Without this selection, you will be
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displayed a“ Duplicate ID#’ error message and not allowed to proceed until thisentry is

removed.

The RCRA [ID# pull down menu selection will display a blank 1 D# for the Ol entry with
the Previous Owner Check Box selected. You can not select the pull down menu entry
for this “previous owner” since a RCRA ID# is not displayed. Instead, you must select

the entry for the “new owner” even if your GM or WR entry is for the “previous owner”.

| mportant Note: Do not be concerned about selecting the wrong owner entry from the
pull down menu. The Designated and Sending Facility RCRA ID# entries on the GM and
WR pull down menus are not linked to the name and address fields on the Ol form.

I. Designated Facility (TSDR)

. aystem Code

I Mumbers
Sdlect thisentry ——— WAD0S9452353 HNew Owner
Previous Owner
UTDO951552425 3LT Express, Inc.

A print out of the Ol form “previous’ and “new” owners will have the “previous

owner” RCRA |D# displayed on the left side of the form:

Previous Owner ID:

RCRA Site D Number:

Marne: Previous Owmer

WADDSIESE252

Address: 200 Da=mond Driwe
Lacey, Tashington 955032
Handler Type: [Check =l that 3ppl.] O Generatar [ Tranzporter M TSDR
RCRA Site 10 Number: WaDOS2E523 52
Nare: Hatw Ouwmer
Address: 200 De=mond Driwve
Lacey, Washington F55032
Handler Type: [Check =l that apply.) O =enerator O Transporter b TSCR

Please Enter Box

Each record has a Please Enter Box. TurboWaste fillsin
this box with the information you entered on the User

I nformation Screen.

As you begin to enter data into a new record, you may notice
adight delay in the program. This is because TurboWaste is
busy filling in the Please Enter Box.

You can't type information directly into the Please Enter Box.

PLEASE ENTER:

RopasmElD® [ ]

Site name:

FOR ECOLOGY USE ONLY:

Date Received:

To make changes to the

information displayed, go to your User Information Screen (see Edit pull down menu)

Page 18
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and enter your updates there. Y ou may then select the option of having your updates
displayed on the GM, Ol and WR forms.

Printing
TurboWaste gives you the ability to print out GM, WR and Ol forms. You can print a
single page, a select group of pages, or your entire set of forms.

1. Open aform of the type you want to print (i.e. GM, Ol or WR form).

2. Next click on the Print Preview button located on your Tool Bar. &

3. You will now be displayed a TurboWaste Print bar
with different print features. TurboWasteFrint

G O o@EE e -

4. To print, click on the Printer button. %|

5. The Print Box will now appear. Thisis . L]
. . — Printer
where you assign your printer, select a page - _
range, select the number of copies to print, fm ';HTL?SEfJe‘E: - | poreee |
- . - . tatus: efault arinter; Rea
collate the print job, and Print to File (to T s
save your record as a printed image in an Whers:  \iFhp_hefl\annual_rptSs
d &tronl C fl |e) ) Camment: I~ Printtofile
— Printrange Copies
6. Click the OK button after making your & #1100 pages Numberofgopies: [T 3]
SeIeCtion(S). © Pages  from |D go:ll]
P ™ Collate
Helpful Hint: Use a Filter if you want to print
a select group of forms. T e
RCRA ID#'s — Pull Down Menus
In TurboWaste, each of the GM and WR . .
questions that ask for a RCRA 1D# have EURLTHGTON ENVIRONMENTAL B
pull down menus. You may usethe pull -\ Zre s eTon any rRomENTaL
down menus to %IeCt a RCRA ID# from ORDOSS452353 CHEMICAL WASTE MANALGEMENT OF

information previously entered on the Ol

form. On the GM form, your pull down menu will display the names and ID# s of the
TSDR facilities listed on your Ol form. On the WR form, your pull down menu will
display the names and ID# s of the Generators listed on your Ol form. If you hand enter
an |D# that is not aready on the OI form, the program will take you directly to the Ol
form for data entry of the required information.
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Save Changes

In TurboWaste, data changes are automatically saved only after the cursor is H ‘
moved to another field or record. With the Save Changes feature you can

now save your changes instantly, without having to move your cursor.

Sort Buttons Al 7
Use the Sort buttons to sort on any individual GM, Ol and WR data A 'l' .ﬂ.'l'

elements in either ascending or descending order. This sorting applies
both to form questions that have multiple entries (such as waste shipment information in
GM question B5) and complete sets of GM, Ol and WR waste streams.

Let's say, for example, that you want to arrange your waste shipments on a GM form in
the order of shipment dates. To do so, simply place your cursor in the shipment date field
and then click on either the ascending or descending Sort buttons. Y our waste shipment
information is now displayed in the order that you choose.

This same feature also works on multiple GM, Ol and WR forms. For example, if you
want to display your GM forms in aphabetical order of the waste description, first place
your cursor in the waste description field of a GM form. Then click the ascending sort
button. Your individual GM forms will be re-arranged to display the formsin
alphabetical order based on waste description.

Special Reports (found on the Reports pull down menu)
TurboWaste contains ten “specia” reports that summarize your hazardous waste data.
These reports can help you analyze your waste generation information.

i
To begin, select the report you o [x]
would like to see and click —Selecta Report
Preview. Bt

Errar Reniew

H Ghd Header File Report

Y ou may review the reports on Y
screen or send them to your G Summary by Total Cluantity

H Ol Header File Report
pri nter. Ol Summary by Name
Ol Summary by RCRA Id #
WR Header File Report
WHR Summary by Name
WR Summary by RCRA Id #
WR Summary by Total Quantity

Erenview |

Cancel |
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View Files (found on the View pull down menu)

There may be times when you need to make numerous repetitive type edits to your data
filesin TurboWaste. Instead of making changes on each individua form, you can use the
View File boxes to have your data displayed in table (spreadsheet) format. From the
tables you can then scroll through your data quickly and make your edits.

1. Go to the View pull down menu and select EEIGES =]|
the View Files option. — File to Edit :
o g show Toolbar
2. Select the individual datafile youare —— 1 o DataFfm 4'
interested in and click the Edit button. G Data File 2
' GM Data File 3
Helpful Hint: Reference “ File " GM DataFile 4
Naming Conventions” in the  \WR Data File 1
Electronic Data Submission © \WR Data Fils 2
Instructions for information on W Dete e 3 —__
these data files. =8 e Edit:
0l Data File 1
Cancel

3. You may aso click on the Show Toolbar
button if you would like a toolbar displayed || | | | B
on your screen for updates. From the |
toolbar you can quickly open upyour data rpan tahle 'GM Diata File 1°
file in table format.

4. When you are finished with your edits, click the Close button on the upper right b4
corner of the table. You do not need to save your updates, al edits made are
automatically saved by the program

5. Toexit View Filesclick the Cancel button.
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/. SPECIAL FEATURES

Empty All Data Files (found on the File pull down menu)

The Empty All Data File option will remove all entries from the GM, Ol and WR files.
Use this feature when you want to enter in new data for another site or for another
reporting year. Always be sure to save any current data in TurboWaste to a location on
your hard drive before evoking this feature, otherwise the data will be lost.

Empty Manifest Information (found on the File pull down menu)

The Empty Manifest Information feature removes waste quantities and manifest shipment
information from the GM and WR files. Use this feature when you are updating your
annual reporting data for a new calendar year.

GM form: Quantitiesin questions B1 and B3, and all entriesin questions B4 and B5 will
be emptied.
WR form: Quantitiesin question 8 and all entries in question 9 will be emptied.

Filters

Filters are used when searching for select groups of data. Instead of displaying all your
data, you can apply a Filter and display only the records that contain the specific data you
are interested in. The Filter selection function can be used on any question (including
the “date created” and “sequence numbers’) on the GM, Ol and WR forms.

There are four types of Filters you may select from:

Filter Description

Filter For: Filters records based upon criteria specified in this box (see Filter
wildcards and comparison operators below).

Filter By Selection Filters records based upon the criteria that you select (either the

entire question or highlighted portion).

Filter Excluding Selection Filters records for the excluded criteria that you select (either the
entire question or highlighted portion).

Advanced Filter Filters records based upon afilter that you have designated (see
Filter wildcards and comparison operators below).

Filter Wildcards (* and ?):

Example Description Result

Water* Matches any number of Water with heavy metals
characters after the text

*Water Matches any number of Contaminated waste water
characters before the text

*Water* Matches any number of Contaminated waste water with
characters before and after the heavy metals
text
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Fnd Matches asingle character at the | Find
specified location Fund
F?d Matches two characters at the Food
specified location Fold
Filter Comparison Operators:
Oper ator M eaning Example
= Equa to =50
< Less than <10
> Greater than >100
<= Less than or equal to <=25
>= Greater than or equal to >=25
<> Not equal to <>0

Applying Filters

1. To apply afilter, position your cursor in the question or area on the form you are
interested in. Open the Filter selection box by clicking your right mouse button or
by opening up the Record pull down menu.

Filter Types —

[ Filter For:

2 Filter By Selection
> Filter Excluding Selection
Advanced Filter

¥ Remove Filter/Sort
%2, Display Fllter

2. Select the type of Filter you want to apply

3. Notice that the record bar at the bottom of your screen now displays a subset of
| Recara: 1af o (] T v %] of 13 (Filtered)

| mportant Note: If no records were found that matched your selection criteria, you

“filtered” records.

will be displayed a blank GM, Ol or WR formwith “ 1 of 1 (filtered records)” on the

record bar.

4. If desired, you may apply additional filters to this subset to further narrow down your

selected group.

5. Toreview your Filter selection, click on the Display Filter button.
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Removing Filters
To return to your full data set, click the Remove Filter/Sort button.

Saving Filters

Custom filters can now be saved in TurboWaste. This feature alows you to create
complex filters and save them with a customized name. Y ou can then use the filter later
on, without having to re-create it, or use it on waste data from a different reporting site or

different reporting year.

1. After applying the filter to your waste, go to the Record pull down menu and select
the Save Filter option. Enter a name for your custom filter in the file name box
(*.fIt) then click the Save button.

2. To apply a saved filter to your waste, go to the Record pull down menu and select the
Open Filter option. Select your filter and click the Open button. The filter will now
be applied to whatever form type (i.e. GM, OI, WR) you have displayed on the
screen.

Multi-File Reports

TurboWaste contains ten different reports and graphs to help you analyze your waste
information. The reports summarize annual reporting data from multiple sites and
multiple years. You can, for example, analyze how much waste was managed On Site
and Off-Site at your company’ s four different reporting sites for the years 1996, 1997 and
1998.

Multi-File Reports:

Destination of Waste Generated in Washington State and Shipped Off-Site
Top Waste Generators

Origin of Waste

Recurent Waste Generated by County
Federal Waste vs State Only Waste
Waste Imported into Washington State
Washington Import/Export Net Change
Source Codes of Waste Generated
Form Codes of Waste Generated
Waste Managed On-Site vs Off-Site

| mportant Note: All of the data files you use in your reports must be in the “ tbw” file
format. “ Thw” files are created when you save your data in TurboWaste. (Reference the
Saving Data section in this User Guide). Save all of your “ tbw” filesto the same
subdirectory on your computer.
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Loading your Data Files into TurboWaste

Go to the Report pull down menu and select M ulti-File Options.

& Multi file Report Options_________________________________H
Options | Files | Enter in the subdirectory

— Report Options

containing your saved

“tbw” files. W

Start ‘rear: IW MNarme:
End ear IW Address:
City:
State:
Zip:

SIC Code:

Import Directany: IF{:'\ELEC_SUEI\SAMPLE'\RDadShDW Diata - Goo g’:l

Enter partial

infarmation to
search forfiles with

specific parameters

If you like, you may narrow your search
by entering in specific parameter(s) for the
data files you want included in your Multi-
file Reports.

Search |

Press the Sear ch

button when finished.

Multi-File Report Opti H i
B9 Multi-File Report Options Click on the Files tab.
Options  Files

zelectthe files you want to include in yaur multi-file report:

Selected | File Name

Site Name | Year

3 22

S7HoopLocWWABD thw  Hoop Loops

96HoopLocWWABD thw | |Hoop Loops
95HoopLooWABD thw  Hoop Loops

Select the thw files you want used in your
Multi-File Reports. Either check the
individual files or use the Check All button.

to load your thw files.

Click the Import Files button

Import Files Lncheck All |
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Creating Multi-File Reports
Go to the Report pull down menu and select the M ulti-File Report option. TurboWaste
will now prepare and then display the series of reports. Use the page control button at the
bottom of the screen to move through the different reports. To print the reports select the
printer icon and follow the cues.

E Hazardous Waste
] #Amal Report
Wi L
it
Erataey
Destination of Waste G{
. = .
Latifornt
Lovistns. Origin of Waste
mmmmmmmmmm
b S
e '
- I =

mmmmmmmmm

Recurrent
v | Remumimgmrst oimracns
!
: w _ . e -
! Federal Waae 2 “a &
' "y zaeoay
° “du
v
. Federal Waste vs. Stale Only Waste
.
i
w
M
[T
f——

Multi-Site and Multi-Year Data

A single version of TurboWaste can be used to prepare annual reports for different
reporting sites as well as for different reporting years. You do not need to re-install a
new version of TurboWaste on your computer when you want to enter or review data for
adifferent site or adifferent year. Instead, subdirectories on your hard drive are used to
store the varying datafiles. These data files are then moved into and out of TurboWaste
as needed.

Moving Data Files
Use the Open command to move data files into TurboWaste and use the Save command
to move your data files out of TurboWaste.

User Information Screen

Every time you open new data files, you should check (and update if needed) your User
Information Screen. The information entered here is used to fill in the Please Enter Box
on the forms and used to name your individual datafiles.

When making changes to the User Information Screen, you should first close any open
GM, OI or WR forms in the program. Then, when aform is reopened the updated user
information will be displayed.
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Multi-Year Example
Let's say you currently have 1998 data in TurboWaste and you want to enter in new

reporting data for 1999.

1. Copy your 1998 data files to your hard drive:
- Create a subdirectory on your herd drive to store your 1998 datafiles.
Open up TurboWaste (containing your 1998 data).
Choose the Save feature to copy your 1998 data files to the appropriate subdirectory.

#  Warning: Exporting replaces data files with the same name in your subdirectory.
Exporting will copy (not remove) your data files from your open version of
TurboWaste

2. Enter in your 1999 data:
Select the Empty All Data Files option (under the File pull down menu).
Update your User Information Screen with the appropriate information (i.e. Filing
Y ear = 1999 etc) then click OK.
Y ou are now ready to either hand enter your 1998 information or use the Open
feature to bring your 1998 data files into the program.

Multi-Site Example
Let’'s say you currently have 1999 data in TurboWaste for your Seattle facility and you

want to enter in 1999 data for your new Vancouver shop.

1. Copy your Seattle data files to your hard drive:
Create a subdirectory on your hard drive to store your Seattle datafiles.
Open up TurboWaste (containing your Seattle data).
Choose the Save feature to copy your Seattle data files to the appropriate
subdirectory.

¢* Warning: Exporting replaces data files with the same name in your subdirectory.
Exporting will copy (not remove) your data files from your open version of
TurboWaste

2. Enter in your Vancouver data:

- Select the Empty All Data Files option (under the File pull down menu).
Update your User Information Screen with the appropriate information for your
Vancouver store (i.e. change the RCRA |D#, name, address etc) then click OK.
Y ou are now ready to either hand enter your Vancouver information or use the Open
feature to bring your Vancouver data files into the program.
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8. ENTERING DATA

There are three methods in which information (data) can be entered into TurboWaste.

Method Data Sour ce

Data Entry Paper information

Import New and previously created TurboWaste data files
Open Previoudly created/saved TurboWaste (tbw) data files

| mportant Note: When entering data you may need to update your User Information
Screen for the appropriate filing year and/or reporting site.

Direct Data Entry

Start with the Ol Form

The most practical way of entering data into TurboWaste is to start with the Ol form. By
entering Ol data first, you will have the RCRA ID# s (of your TSDR'’s and/or
Generators) available in the pull down menu in sections on the GM and WR forms. This
will speed up your data entry.

Helpful Hint: Initially, TurboWaste opens on an Ol form. You can have each of the
different GM, Ol and WR forms open at the same time by clicking on the GM and WR
forms on the tool bar and than choosing Window, Cascade.

Filling out GM and WR Forms

Filling out a GM or WR form in TurboWaste is much like filling one out on paper. You
start at the beginning of the form and work through to the end. Asyou enter in your
information, you may notice some of the Logic Checks and reminder message boxes that
occasionally occur. These Logic Checks and messages are there to help you avoid
common reporting errors.

Importing Data Files

Importing is the process in which data files are copied into TurboWaste. The importing
process can be used to bring in data files previously created in TurboWaste as well as
new data files from an existing computer system.

| mportant Note: Data files intended for import into TurboWaste must meet the data file
specifications outlined in the Electronic Data Submission Instruction — Method 1.
Reference this publication if you experience importing problems.
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Basic Steps

File Edit Y“iew Records Report W

1. Go to theFile pull down menu and E:v QOper...
select the Import Files option. Bl Import Files...
H save as...

B ExpartFiles...
Export for Ecology

Empty Manifest Infor mation
Empty &ll Data Files
Compact Database

[& Print Breview

Exit

2. Select the Import Directory
that contains the data files you
want to import.

B Import Files

Import Directory: IR:\ELEC_SUEI'\,SAMPLE'\ExpDned Test Datal** ﬁ:l

What files types do you want to import? — Import Method

Generation and Management @ AmmEnclin e ElEs
Waste Received

Dff-Site |dentification Information \ 3. Select thefile types
you want to import

Awailable Files =

ﬂ [T Import Separate Ol Files

4. Sdected files are ™ Scrub Double Quotation karks from

dlsplayed here. |If Tahb Delimited Files

needed, you may

uncheck individual Wiew File

files with your mouse. mport
= Close

Page 30 User’s Guide — Entering Data



E Import Files

Import Directory: IR:'\,ELEC_SUEI\SAMPLE\Expur‘(ed Test Data\ WADO94R2680R

“What files types do wou want to impon?

Off-Site Identification Infarmation

Awallable Files

— Import Method 7:

 Append ta Current Files

& Owenwrite Current Files

5. Select your Import Method.
Append will add data onto
existing data. Overwrite will
replace existing data (Seethe
Important Note below.)

— Options

g346268 68a
g0346265 680
gl346268 68c
g0346265 658d
g346265 68e

[T Impont Separate O Files

6. Select this option

Tabk Delimited Files

[T Scrub Double Quaotation Marks fram

00346268 68p
00346265 68g
wi946268.658k

I Y BT B B G B

7. Select this option if the
importing files contain
quotation marks.

L NQAEDES B9

i | [

to replace only your
existing Ol datafiles.
This feature works in
conjunction with
Overwrite Current
Files option.

Close |

| mportant Note Before appending your current data files, you should ensure the new
files you are about to import are for the same reporting site currently in the program.
Otherwise, you might get a mix of data for two different reporting sites

& Import Files E I

Import Directory: IR:\ELEC_SUEI'\,SAMPLE'\,E:(pDned Test Data'WWaD034626868-M'W

YWhat files types do wou want to import?

Ayailable Files

— Import Method

" Append to Current Files

' Owerwrite Current Files

— Options

gl3946268 6Ga
gl346268 680
gl346268 65c
gl346268 65d
gl346268 bhe
ol346268 68
00346265 68g
wi946268.658k

L NQAEDES B9

ST Y B B Y (R B |

-

[ Import Separate Ol Files

8. Select View Filesif you
want to view the content of a
single file checked in your
Available Files box. At this
point you may also make
changes in the datafile.

nlgyl

Yiew File

Import

Close

o | )
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9. When finished, click
the Import button.
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Turho Waste | 10. After successfully importing in your

Successfully imported 11 of 11 data files. files, TurboWaste will dlsplay amessage
telling you the number of files imported.
Click OK in this message box and then
click on the Close button to close the

open import screen.

Importing Error Messages
Importing error messages will be displayed if the program finds errors in your data files.
If you click OK in the error message box, the program will take you to the data file in

need of correction. An edit tool bar will appear in the upper
right corner of your screen. @ Tn E_'r' |

Y ou may correct your data file(s) now or go to back to your own computer

system and make the corrections there. After making your correction in g5
TurboWaste, you must save the updated file by clicking on the Camer a button found in
the upper right corner of your screen. Then close the file and click again on the Import
button to continue.

Opening Data Files

Opening data files is the process where previously made TurboWaste data files are
copied (opened) into TurboWaste.

open a new file. You should Save or Export data in the program to a subdirectory

‘ Warning: TurboWaste will delete any data currently in the program when you
before opening a new file.

Basic Steps
1. To begin the file open process, go to the File pull

down menu and select the Open option.

File Edit “iew Records Report Y

= Open...
] Import Files. ..

2. You will now be asked “Are you sure you want to
open afile?’. If you answer “Yes’ any datayou may
currently have in TurboWaste will be replaced with
your new file information.

& Save &s...
2 Export Files. ..
Export for Ecology

Empty Manifest Information

3. Next, it'sagood ideato check (and update if needed) Empty All Data Files
your User Information Screen (under the Edit pull Compact Database
down menu).

@. Print Preview:

Exit
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4. If the program finds something wrong with you opening data files, an error message
will be displayed. Reference the above section entitled “ Importing Error Message”

for instructions on how to proceed.

5. Click on the GM, Ol or WR button to open up aform and view your data.
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9. DATA VALIDATION

Data Validation isa required step. It is the process by which you pass all your
TurboWaste data through a series of audit reports. The audit reports check your data for
inconsistencies and invalid entries. It then informs you of the corrections needed. If upon
receipt of your data, Ecology finds numerous errors, you will be notified and asked to
resubmit corrected data.

Before submitting your data files to Ecology, you must pass them through
Data Validation and corrected any errors found.

Basic Steps
Report Window Help

Special Reports...
[ Data validation...

1. To begin Data Vaidation, go to the Report pull down menu and
select Data Validation.

Multi-File Qptions...
Multi-File Beport

2. Anempty datavalidation Error Reportsbox will
Error Reports
appear ' Yalidate All
3. Click on the Validate All button. TurboWaste will Valicole

pass your data through a series of 79 audit reports.

Error Reports

Wiew Beport
& Data Validation [ %]

Error Reports
GMWaste Quantities (B4 and B5)

4. If reporting errors are found, they will be displayed GM Froper Dasignation Code (A%) _veluto s |
S

Gt Date Shipped (B5)

inthe Error Reportsbox. — Validate

Error Reports

5. Click on one of the error reports displayed to
highlight it. Then click on the View Report button.

Wiew Beport |
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6. AnError Description box will be displayed that
describes the reporting error and it’s sequence
number.

7. Click on the Sequence Number in this box,
TurboWaste will take you directly to that GM, Ol
or WR form to be corrected.

Helpful Hint: The Error Description box stays
with you as you move to the form to make the
correction. If this box blocks your view, move it
out of the way with your mouse.

If desired, you may print a copy of your error
report. To help you research invalid ID#'s, the
printed copy of the error report titled “ Ol RCRA
Id Number” now includes the invalid ID#.

8. When you have finished making your correction,
click OK in the Error Description box. Thiswill
close this box and take you back to the Error
Reports box.

9. To ensure your correction was successful, click on
the Validate button. TurboWaste will pass your
data through the single audit report that is
currently highlighted in the Error Reports box.

10. If your correction was successful, the listed error
should no longer be displayed in the Error
Reports box.

11. Repeat the above steps until your Error Report ——

box is empty.
Your data has successfully passed Data

Validation when your Error Reports box is
empty.
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B9 Validation Errors [ x|
Seq.No.  ~Erar Description

5 The following GM record(s) contain
waste quantities in Ttems B-4.ii. and
B-5.v. that ate not equal when
summed for the corresponding
Designated Facility RCEA Site ID#.
Please niote the Form Sequence
Mutbhet, Designated Facility RCRA
Site [D# (Ttems B-44. and B-5.1v) and
ensure that the sum of the quantities
(Ttems B-4.i11. and B-3 ) are equal for
each corresponding RCRA Bite ID#
(Ttem B-4.1 and B-5.1v).

Error Description

B Data Validation [ %]
Eror Reports

Gh Waste Quantities (B4 and BS) alidate All
GM Proper Designation Code (A5) =
GM Date Shipped (B5) "
Yalidate |
/ “iew BReport
Error Reports —
ilancel:
Error Reports
GM Proper Designation Code (Al) Walidate Al |
Ghd Date Shipped (B5) =
P
Wiew Beport |
Error Reports
Cancel |
Error Reports
Waliclate All |
Walidate |
E R t Wiew Beport
rror Reports | Viewgeser |
Cancel:
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Confusing Data Validation Error Messages
The following are 3 of the 68 Data VValidation error messages. These particular error
messages may be confusing. Please read the individual discussions.

GM Managed Off-Site Error Message

If you are aMQG (Medium Quantity Generator), you are not required to complete section
B5 of the GM form with manifest shipment information. If section B5 is not completed, a
Data Validation error titled “GM Managed Off-Site” will be displayed. This error
message indicates mismatched waste quantities in sections B3, B4 and/or B5. Asan
MQG, you may disregard this error message after confirming that it resulted only from
missing data in section B5.

OI RCRA ID# Error Message

This error message results when a RCRA ID# does not meet the Environmental Protection
Agency (EPA) I1D# logic check. The EPA has an Internet site where you can look up
RCRA ID# s and verify their accuracy. Thisweb siteislocated at:
www.epa.gov/enviro/html/rcris_query.html

Washington State issues only RCRA (federal) ID#'s. Some other states issue “state only”
ID# s in addition to federal ID#'s. State only ID# s may not meet the EPA 1D# logic
check and can result this data validation error message. The list below contains prefixes to
state only ID# s that Ecology is aware of. Y ou may disregard this data validation error
message if you receive it for one of the following:

Arizona Cdifornna WADC Hawai Kansas Nevada Oregon Utah

AZC CAC DCP HIC KSP NEP ORP UTpP
AZE CAH HIP NVP ORQ
AZP CAL

CAP

CAS

CLU

Duplicate ID# Error Message

If you imported Ol datafiles into TurboWaste that contain duplicate ID#'s (i.e. resulting
from a business ownership change), you will need to go to the Ol form in TurboWaste and
check the Previous Owner Box on one of the duplicate entries. Reference the Special
Features section of this User Guide for more information.
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10. SAVING DATA

Saving datais the process in which you copy your data files from TurboWaste to another
location, either on your hard drive or onto a disk. Use the Save feature when you want to

store your data files somewhere other than in TurboWaste.

| mportant Note: Since TurboWaste is a Microsoft Access based program, it is not
necessary to save your data (within TurboWaste) every time you use the program.
TurboWaste automatically saves your data as you enter and change it.

|Ei|e Edit ¥iew Eecords Report

Basic Steps = open.
. 2 ImpartFiles...
1. Go to the File pull down menu and select the Save as =] b A
Option. I save as..
H Export Files...
Export for Ecology
Export BRE
Empty Manifest Information
Empty All Data Files
Compact Database
@, Print B rewism
Exit
2. Select the Save Turbo Waste Files
directory to save Savein | export o & e = =
your files to.
3. Usethedefault File _
name &gned by File name: ITestData Save
TurboWaste or Save astype: |*tow [ Cancel |

enter you own. [~ Open as read-only

4. Click on the Save button.
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5. TurboWaste will create a “tbw” file (using the file name from step 3) and individual
data files (using the programs interna file naming convention).

In this example, the file name of “HoopLoops’ —%1 gg;ﬂggﬂtgﬂiggﬁgﬂ%n% .
was entered in step 3 above. Contained within =t 897HoopLooVABO~g9585085.50h
the “1997HoopL ooWA60.tbw” file are the 11 =] 1997 HoopLooWAG D~ 9585085 60
individual datafiles for this site. Note that the =] 1997 HoopLooWABD~y9885085.60d
individual file names include the reporting year #] 1997 HoopLooVWABD ~g 9585085 6le
and part of the site's RCRA ID#. =] 1997 HoopLooWWARD ~0 9885085600

@ 1997 HoopLootWAG0~093285085 600
@ 1997 HoopLooVWAGD ~w3235085 G0k
@ 1997 HoopLooWwAGD ~w3235085 601
@ 1997 HoopLootWAG0~w35835085.60rm
@ 1997 HoopLooVWAGD ~w3235085 60N
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11. EXPORTING

Exporting is when you copy your data files from TurboWaste to another location, either on your
hard drive or onto a disk, using the TurboWaste file naming convention. Y ou will use the
Export feature when you are ready to submit your data files to Ecology

Warning: Before submitting your data to Ecology, you must first passit through the
series of Data Validation checks. Data with numerous validation errorswill be returned
to you for correction.

? Warning: Exporting replaces data files with the same name in your subdirectory.
Exporting will copy (not remove) your data files from your open version of TurboWaste

Beginning the Export Process

Go to the File pull down menu. Here you will find two =
Export options: (= Cpen...

B Import Files...

File Edit “iew Records Report b4

IH Save as...

i‘ﬂ Export Files. ..

Export for Ecology creates individual datafiles —— Export for Ecology
and a zipped file for submission to Ecology. —

Export Fileswill creae individua datafiles.\

Empty Manifest Information
Empty All Data Files
Compact Database

@, Print Brevigw

Helpful Hint: Reference the“ Method 1" chapter of the Exit
Electronic Data Submission Instructions publication for information on exported data file
structures.
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Export File Option

This Export File Option provides you flexibility in preparing your data for export. Here you can

select a particular form type (GM, Ol or WR) to export, add field names to your data files,

create a zipped file, and select your exporting format and the directory to export to.

Basic Steps
1. Check the box(s) to indicate the

form types you want to export.

2. Check this box if you want field

names added to your files. This is\—opmns

handy way to identify the different
columns of data. (See the Important
Note below).

3. Check thisbox, if in addition to
creating the datafiles, you also want
azipped up data file saved to the
same export directory.

B Export Files

—Whatfiles doyouwant to export?

7 Generation and Management
V' Waste Received

W' 0ft-Site Indentificaiton Infarmation

Create field names on the first line of the file?

T~ Zip up data files after creating them?

/ Your RCRA D #: IWAD123458?89|

Export Format ITab Delimited El

Export Directory: Ic:\tuw\raste\expor‘t\*.* g."‘l

Export

e |
Close

| mportant Note Data Files with field names can not be imported back into TurboWaste. You
will have to manually remove the field names from the individual data files before importing.

4. Makesureyour RCRA ID#is
correctly entered here. The ID#is

B Export Files

—Whatfiles doyouwant to export?

7 Generation and Management
V' Waste Received

W' 0ft-Site Indentificaiton Infarmation

 Options

" Create field names on the first line of the file?

used to name the exported datafileg\\lws after creating them?

(as detailed in the following table).
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Your RCRA 1D #: IWAD123458?89|

Export Format ITab Delimited

H
Export Directory: Ic:\tuw\raste\expor‘t\*.* g."‘l

Export

Close

i
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B Export Files I

—What files doyou want to export?

5. Usethe pull down menu to select
the format of your exported files—
(Tab Delimited or Paradox 4.x)

¥ Generation and Management
W wWaste Received

v oift-Site Indentificaiton Information

Helpful Hint: Tab Delimited is the

most commonly used Export ~— Opions
For mat_ I Create field names on the first line of the file?

™ Zip up date files after creating them?

Your RCRA D # IWAD1234EB?89|

6. Select your export locationby

. . . . — 1 Export Forma ah Delimite H
either entering in your directory [ SeorFomat S ob Deinied cwor_|
path or use the ufile Open" bOX tO Expor Directary: Ic::\tunvvaste\export\*.* EI
make your selection. g |

7. When ready to export, click your mouse on the Export button.

8. After abrief pause, you will be displayed a message like Turbo Waste =]

this, telling you your export was successful.
Successfully exported 11 of 11 files.

File Naming Convention

TurboWaste uses a unique naming convention for the exported data files. The last nine digits of
the RCRA |ID# are combined with prefix letter of g, 0, or w to signify the form type of GM, Ol
or WR. The suffix letter at the end of the file name distinguishes the varying data file types.

For example the RCRA 1D# of WAD123456789 will have the following exported data files:

GM Files Ol Files WR Files
01234567.89a  01234567.89p  w1234567.89%
01234567.89b  01234567.89q w1234567.89

91234567.89c w1234567.89m
91234567.89d w1234567.89n
91234567.89%

Helpful Hint: Reference the Electronic Data Submission Instructions publication for
information about the data files.

User’s Guide — Exporting Page 43



Export for Ecology Option

Use this export option when you are ready to submit your data filesto Ecology.

Basic Steps
1. When ready to Turbo Waste 2.3 I

export, click your “'ou are aboutto create a zip file. This is the file thatwou need to put on a floppy

mouse on the Yes and send to Ecalogy. Before daing this. make sure thatwou hawe run wour data
button | walidation reports and cleared up any errors. Are you ready to expon?
Tes o |

2. Enter thedirectory you | Fe-RALMSLLID)

want to export your ~——Ssuels | 3 expor
TurboWaste files to

3. Enter the file name for —Tsmrame— [exportiles] Sewe |
your zipped set of data ) — -
f||eS. Sawve as type: I Zip j Cancel |

™ Open as read-anly

Turbo Waste23 |
4. After abrief pause, you will be displayed

amessage like this, telling you your @ Created G\ Turwaste\ exportyexport files zip
export was successful.

Ok

5. TurboWaste will have create 11 individual flat filesand a single zipped file in your export
directory.

Individual data files: Zipped File:
GM Files Ol Files WR Files _ _
g1234567.89a 01234567.89p w1234567.89k export files.zip
01234567.89b  01234567.89q w1234567.89

01234567.89c w1234567.89m

9124567.89d w1234567.89n

01234567.89%
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6. Mail or E-mail your datafilesto Ecology. Send either the zipped file or the 11 individua
flat files.

E-mail your files to Ecology
Send an E-mail message to Ecology at ARFiling@ecy.wa.gov. Include the following
information in you Email:

Y our name and phone number

Y our company name and RCRA Site ID#

Y ear of your annual report submittal

Types of datafile you are sending (i.e. GM, Ol, and/or WR)
Single zipped file or 11 individual flat files

€ € K K

Your Verification Form (VF) and Recycling Credit Sheet(s) must be sent to Ecology the
“old fashion way” by US Postal mail or private carrier. Be sure to check the “Data
submitted on Internet” box in Section 7 on the back of the form.

Mail your disk:

Copy either your single zipped file or 11 individual flat files onto a diskette and mail it
to Ecology along with your Verification Form (VF) and Recycling Credit Sheet(s). Be
sure to check the “Disk(s) included” box in Section 7 on the back of the form.

Mail Addresses

For US Mail, you must use the following address:
Washington Department of Ecology

Hazardous Waste Information

PO Box 47658

Olympia, WA 98504-7658

Y ou may express mail your package (by private carrier such as Federal Express or UPS)
to Ecology. Use the following street address for deliveries of this type:

Washington Department of Ecology
Hazardous Waste Information

300 Desmond Drive

Lacey, WA 98503
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12. INDEX

>
T

Arrow Keys, 11

Hardware Requirements, 5

Auto Sum, 15

Help (F1), 11, 17

CD ROM Installation from, 6

|

Importing, 29

Check Box, 12

Appending Current Files, 31

Close Button, 12

Import Files, 30

Command Menu, 13

Overwrite Current Files, 31

Control/Tab, 11

Quotation Marks, 31

Separate Ol Files, 31

Data Validation, 35

Error Messages, 32
Internet Installation from, 6

Error Description Box, 35

Error Messages, 37

Error Reports Box, 35, 36, 37

Validate All, 35

L

Validate, 36

Logic Check, 17

View Report Button, 35

Date Created, 15

1

Delete Record Button, 15

Mouse Pointer, 11

Duplicate Waste Stream, 16

Multi-File Reports, 25

Creating Reports, 27

Edits, 21

Loading In Data Files, 26
Multi-Site/Multi-Year Data, 27

Moving Data Files, 27

Enter Key, 11

Multi-Site Example, 28

Entering Data, 29

Multi-Year Example, 28

GM Form, 29

Ol Form, 29

]

WR Form, 29

New Record, 17

Environmental Protection Agency Web Site, 37

Escape Key, 11, 16

Exporting, 41

Opening Data Files, 32

Export Files, 42, 43

Export for Ecology, 44

Painting (F2), 11
Please Enter Box, 18

File Names, 43 Previous Owner Check Box, 17
Filters, 23 Printing, 19

Applying, 24 Pull Down Menu, 13

Removing, 25

Saving, 25

Find button, 16
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RCRA ID#'s Pull Down Menus, 19

Record Bar, 13

Replacing TurboWaste, 5

‘

Saving Data, 39

File Names, 39

Screen Anatomy, 12

Scroll Bars, 11, 14

Sequence Number, 14

Shift Tab, 11

Software Requirements, 5

Sorting, 20

Special Reports, 20

Spell Check (F7), 11

Status Bar, 14

‘

Tab, 11

Tool Bar, 14

‘

User Information Screen, 9

AutoFill, 9

Track Changes, 10

‘

View File, 21

Security Password, 21

Toolbar, 21
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